
NOVEMBER 2021 – UPDATES FOR ASSISTORS

• ADDING NEW CLIENTS

• USING THE MOBILE APP FOR ID PROOFING
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ADDING NEW CLIENTS
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ADDING NEW CLIENTS

• The Assistor navigates to the “My Clients” tab on 
their dashboard.

• The Assistor clicks “Add New Individual” to add an 
account for a consumer who does not have one 
already.

• The “Add Individual” form to the right appears for 
the Assistor to fill out the consumer’s demographic 
information. 

If a consumer already has an account on NY State 
of Health, they will be stopped AND an account 
number will be created unnecessarily.

CURRENT System Behavior
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• The Assistor navigates to the “My Clients” tab on their 
dashboard.

• The Assistor clicks “Add New Individual” to add an 
account for a consumer who does not have one already.

• The Assistor will be taken directly to the “Account and 
Identity Information” page of the consumer application.

FUTURE System Behavior (11/18/21)

ADDING NEW CLIENTS, CONTINUED
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New text will be added to the bottom of the Account and Identity Information page.

Note to Assistors: After clicking Next, we will verify that there are no duplicate accounts and then this 
individual will be added to your list of clients. At that point, you may choose to exit or continue with a new 
application for the client.

Once the Assistor clicks “Next,” a check for duplicate accounts will occur.

FUTURE System Behavior (11/18/21)

ADDING NEW CLIENTS, CONTINUED
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If a potential duplicate account is found 
based on the information entered on the 
“Account and Identity Information” page, a 
pop up will appear.

Assistors will have the option to:
1. Navigate back to the Assistor dashboard 

without creating this new account.
2. Ignore the duplicate account warning and 

proceed to create a new account.

Stay on this screen until you can confirm 
the appropriate button to click after 
speaking to a call center representative.

FUTURE System Behavior (11/18/21)

If you learn that the consumer has an existing account, they may log in and assign you as their Assistor. They 
can also assign you to their existing account with the Call Center.  

If this is the case, you would clear out of this screen by clicking on “Back to Assistor Dashboard.” 

ADDING NEW CLIENTS, CONTINUED
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FUTURE System Behavior (11/18/21)

The Call Center can also advise if there may 
be a reason that the Assistor should proceed 
to create an account for the consumer. 

If this is the case, you would click on 
“Ignore Warning and Continue.” 

A HX ID Pop-Up may still appear and needs to be resolved.

ADDING NEW CLIENTS, CONTINUED
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Starting on November 18, 2021 this new process for adding clients will:

• Decrease the total number of duplicate accounts created in NY State of Health

o Reduce the burden on the Assistor when a consumer is new to them
 Information gathering
 Identity Proofing
 Duplicate accounts
 Inactive accounts

ADDING NEW CLIENTS, WRAP-UP



USING THE MOBILE APP FOR ID PROOFING
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Search for and download 
“NYSOH Mobile Upload”
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USING THE MOBILE APP FOR ID PROOFING

Assistors will be able to upload identity 
proofing documents for consumers 
using the Mobile Upload App!

Click here if you are an assistor uploading 
documents for consumer identity proofing
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Assistors will need to enter identifying information for themselves and for the account that needs 
documents uploaded for identity verification.

USING THE MOBILE APP FOR ID PROOFING
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Each submission for Identity Proofing must include the 
following:
• A completed identity proofing form
• Supporting documents (if applicable)

NY State of Health will not process manual identity proofing without 
the appropriate form and identity documents.

Proceed to upload documents for identity proofing by clicking 
the “Take a Photo” button.
• Taking a picture of a consumer’s document using the NYSOH 

Mobile Upload App is acceptable because this app uses 
enhanced technology which does not save it as a photo or any 
other file type. 

You can find the identity proofing forms in both Spanish and 
English in your Assistor Tool Kit. 
https://info.nystateofhealth.ny.gov/assistortoolkit

USING THE MOBILE APP FOR ID PROOFING

https://info.nystateofhealth.ny.gov/assistortoolkit
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Assistors can upload multiple photos to 
complete the identity proofing submission.
• Review Documents/Photos
• Zoom/Crop
• Remove/Delete

Assistors will have the opportunity 
to review and edit the information 
provided.

Assistors will receive confirmation 
that the documents have been 
submitted.

USING THE MOBILE APP FOR ID PROOFING
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USING THE MOBILE APP FOR ID PROOFING
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MOBILE UPLOAD
APP

DEMONSTRATION

USING THE MOBILE APP
FOR ID PROOFING






QUESTIONS?
Send an email to: Assistor.Admin@health.ny.gov
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November 2021 – Updates for Assistors

• ADDING NEW CLIENTS

• USING THE MOBILE APP FOR ID PROOFING THANK YOU
FOR JOINING

US!

mailto:Assistor.Admin@health.ny.gov
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